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NAVIGATE TO THE PROJECT – Search for the project on the “Projects” tab and then click on the “PROJECT” number link.  The project may 
already be listed, if not, click on “All Projects” and type the project number into the “PROJECT” column.   

 

OPEN THE WORKFLOW IMAGE – From the project page, click on the “lobster” symbol under “Workflow Instances”.   
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WORKFLOW IMAGE – The project status within the “workflow” is shown highlighted in green.     
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OPEN PROJECT REPORTS – If the Workflow Image shows the project is in “Department Review” it means that city staff are actively reviewing 
the project.  To see which staff members have completed their review tasks, open the “Department Review Status” report by clicking the 
“Project Reports” button in the upper right corner of the project screen.  
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CHECK DEPARTMENT REVIEW STATUS – The Department Review Status Report shows each reviewer’s status for each of the review cycles.  
Clicking on the + next to the Cycle number will open a display listing all reviewers who were assigned a task during that review cycle.  If a 
reviewer’s status is blank, they have not completed their review task yet.   

 

 


